NC DEPARTMENT OF

HEALTH AND
y HUMAN SERVICES

COVID-19 Vaccine Management System (CVMS)

Statewide Location Manager Profile — Switch Location Job Aid

Users that are assigned the Statewide Location Manager profile in the CVMS Provider Portal
can access CVMS and provide support to any enrolled COVID-19 vaccine provider location
across the State.

If you are assigned this profile, please read these instructions to learn how to:

1. Add a new location to your list of locations

2. Switch to a different location

1 Add a new location to your list of locations

When you start supporting a new location, you will need to add it to your list of locations at the
first connection. This action will allow you to be identified as an approved Location Manager to
create or modify CVMS records for this location.

1. Navigate to the CVMS Provider Portal (https://covid-vaccine-provider-portal.ncdhhs.gov)

2. Connect using your NCID username and password

3. Click on the ADD LOCATION button

NCDHHS

'CVMS Provider Portal

Recipient Appointments Locations Bulk Registration

You are currently logged in as Clinic Location1

Switch Locations I

Recipient Check-In

You can check in a recipient by entering their appointment confirmation number into the box
below

Appointment Confirmation Number

No Appointment Confirmation Number?

Search Appointments
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4. Enter the NAME OF THE LOCATION you need to add (a list of suggestions will appear
after you type the first 3 letters)

Tip: If you do not know the exact name of the location, please ask CVMS Provider Portal
users at that location to share it with you.

Select location to proceed:

Location: I E Search Accounts...

5. Select the appropriate location in the drop-down and click Submit

Select location to proceed:

Location: B taf Q ‘

Tar Health Clinic I

123 Address Road 123 » Raleigh # North Carolina » USA «
27111

*** LOCATION SUCCESSFULLY ADDED ***
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2 Switch to a different location

When you log in to the CVMS Provider Portal, please pay attention to the banner showing at the top of
the Home page. All of your operations in the portal (booking appointments, logging vaccine
administration, etc.) will be attributed to the location that you select.

A Werning
NCDH HS Please click the ‘Switch Locations’ button and select a location in order to book, view. and complete appointments.
gt/ CVMS Provider Portal

Recipient Appointments Bulk Registration Help & Information

Switch Locations Add Location

Appointment Walk-In

You can search for eligible individuals by name, date of birth and email. Note that the system
will search on exact matches only, no partial.

NOTE: Each time you log in to the CVMS Provider Portal, you will be directed to switch locations to
connect to the primary location in which you will be performing operations in the CVMS Provider Portal.
Therefore, prior to conducting any activity in the CVMS Provider Portal, you will first need to select the
location from which you are operating. If you reconnect after logging out, each time you will be directed
to switch locations, and you will once again need to select the location from which you are operating.

If there is no location displayed at the top of the HOME page, switch to the correct location by following
these instructions:

1. Select SWITCH LOCATIONS.

NCDHHS
g4/ CVMS Provider Portal

Recipient Appointments Locations Bulk Registration

You are currently logged in as Clinic Location1

l Switch Locations

Recipient Check-In

‘You can check in a recipient by entering their appointment confirmation number into the box
below

Appointment Confirmation Number

No Appointment Confirmation Number?

Search Appointments

2. Select the appropriate location from the list that appears and click SUBMIT
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Tip: The list includes your primary location as well as all the locations that you have
added. If the location from which you are operating is not available, close the list and
click ADD LOCATION first.

NCDHHS

CVMS Provider Portal

Select the location to proceed:

-

Appointmentv LocationNa... v | Street v  City v | State v | Country v | PostalCode
arch igil 123 Address Road
:‘?l";a“:‘h for eligibleing ar Health Clinic ;; dcesss fowd ™ o ieteh North Carolina USA 27111
search on exact matches | 3

Tar Heel Clinic USA
Name

Sgarch Name:

Date Of Birth
YYYY-MM-DD

3. Please always confirm that your location was switched to the location of your choice
by checking the location name displayed at the top of the HOME page

y NCDHHS

CVMS Provider Portal

Recipient Appointments

IYou are currently logged in as Tar Health Clinic I

Appointment Walk-In

You can search for eligible individuals by name, date of birth and email. Not
will search on exact matches only, no partial.

If you have any questions or issues, please go to the CVMS Help Desk Portal
at https://ncgov.servicenowservices.com/csm_vaccine and select the "Vaccine Provider"
option to submit your question or issue.
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You can also call the COVID-19 Vaccine Provider Help Center at (877) 873-6247 and
select option 1. The COVID-19 Vaccine Provider Help Center is available during the following
hours:
Monday — Friday: 7:00 AM — 7:00 PM ET
Saturday — Sunday: 10:00 AM - 6:00 PM ET
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